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VOLUNTEERISM.

`mss; THIS IS THE FIRST JOB I'VE HAD WHEN
COC1 COULD REALLY CHOOSE MY OWN THOUGHTS,
,--41DO. THE KIND OF' RESEARCH I 'WANTED TO

flDO PRESENT MY IDEAS BETTER, BE FREER.

I CAN CREATE MORE. I WORKED IN THE
cnyPUBLIC SCHOOLS OFF 'AND ON, AS A SUB-

STITUTE TEACHER, AFTER I HAD CHILDRENLLV
BEFORE THAT, I TAUGHT FULL TIME

;FIRST THROUGH SIXTH GRADE:.

NEVER HAULED MY IDEAS TO WORKSHOP
AND HAULED THEM HOME AGAIN. IF I HAD
IISOMETHING TO SAY, THERE S ALWAYS SOME

ei,DWAY, TO GET IT IN, I ALWAYS ADMIRED
44 THE WAY YOU .eCOULD'LISTEN TO TWO OR

THREE PEOPLE AT,THE SAME TIME, AND
ALWAYS HAVE TIME FOR ONE MORE PROBLEM,

;v.

DURI NG THE VOLUNTEER PERIOD 1 WAS A
RESOURCE TEACHER. WHEN YOU CALLED AND
ASKED ME,TO ACCEPT THE POSITION, I

FELT VERY INEFFICIENT. BUT 4 DECIDED
TO TRY, AND./F I FAILED I HAD DONE MY
BEST, AND IF I SUCCEEDED I HAD HELPED.

I LEARNED HOW TO GO INTO THE CENTERS
.IN MY AREA WITHOUT TOO MUCH CRITICISM:

...CDGM HAS MADE ME FIND MY PURPOSE IN
LIFE, IT HAS HELPED ME BLENDA LITTLE
EDUCATION WITH MY OWN PLENTIFUL.EXPER-

- IENCE TO HELP ME USE MYSELF MORE.

F AM t' O' WITH CDGM. RUT CBGM1,IS
STILL WITH ME/ IT WAS THE PERIOD OF
MY LIFE WHEN I GREW MOST.

Cover credits to+be fdund on title page
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EDITOR'S NOTE

ullsz.ng volunteers in Project Head Star:
traiition. Meznliof this nation's most signi..fic
in educa.tion., gevernment, he(21th and social welfare res4 lted
in whole or in part from lihe eff;rts of v'oln:eers.
teer.preceeded the professional worker i.n,man'of :nese :1.*:.ds,"

Project Wead Start,
Child Development Ce;iterc,,Pr_r7r,

The volunteer is a person who senses a need and acts upon it. Pro-
' ject Head Start, mandated to use volunteers to the fullest extent pLssi-

ble,6 recognizes both professionals and non-professionals, with no u,..,per

or lower age limits. This "Volunteerism" issue of Idea Exchange surveys
a variety of volunteer experiences; proposes some ways of reciprocating
information, credit, and thanks; and shares some staff perpectives, from
both LINC personnel and other organizations' volunteer coordinators. Hope-
fully, it will afford a helpful supplement to Head Start's durable 1972

.guidel:ines Manual (cited above).

A current volunteerism bibliography,an abstract of Gordon- Wil=
kerson's provocative chapteron "Innovations...," and a: transcript of re=
cent discussion ("They Speak for Themselves") by North Carolina Head Start
Association members characterize (in a variety of stylistic formats) a
}road range of volunteer activity and achievement. The excerpt on'Federal'
tax hienefits (from Voluntary'Action Leadership) and the sample LINC news
release (among other items in.this miscellany) suggest ways of expressing
appreciation to volunteers. Judi,Lund, Director of the Voluntar Action
Cente ,'in Greensboro, urges that a sincere "thank you" and the inclusion
of.y._un eers in staff social activities are both important forms of
reed) /lit on. Zee Barnes' amply documented "VolUnteer Coordinator's'Hand-
book" an the specially written (volunteered) contributions by Pat Staple-
ton, v Williams and Barbara Dau offer enlightening' and contrastinc
perspective ,f

Th otentialities for volunteerism continue to evolve.

a y in 1974 ;. .n a regional collaborative effort between the Child
Dev lopm nt Division

r
and ACTION (the,Federal agency overseeing all volun-

tee rams), Head Start centers were encouraged to seek volunteer help
for handicapped Head.Start children ft'om the Ret]iired Senior Volunteer Pro-
gram (RSVPa. Idea Exchange would like to bear how this association is
progressing at centers where it is being implemented.

(Reminder: Effective January I, 1975, in accordandelaith the Fair
.Labor Standards Act, Amendment of 1974, Head Start programs must adjust
their reportingof non-Federal volunteers' in-kind contributions to match
minimum-wage rates (where applicable) to the new minimum scale of $2.00
per hour.) 40*
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The drive for economic equality and
... for social status has tended to
downgrade vblunteer work as' meaningless
simply *cause it is unpaid. And yet-
the question must be asked: Can there
be a humane society without, volunteers?
Can there be a democratic society with-
out voluntary action? Can there be a
free society without voluntarism?
I think not.

Leo Perlis,
Naticinal Director, -

AFL-cIO Department of
Community Setvices
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CaAtiiNATOR'S HAN )i,1

pliedby Zenobia Barne,,,

-e,,acding experience :

t.hose-A-, ly!any

_

tiom a and from most
They war: t, _s, sk-lls and to develc,p
gu:e 37_ t:s r., their own lives.

o

%,,i,,.,nteers as an of {fictive way of
In the and (:,f providing additional! star
gram. This-can help increase the effectiveness. of
helps t,lo :Detter understandlng of programs ani
citizen 8.4,E_Tor*-,,f-,r improved services in various are,
citizens an oz--_,,oitanity to participate in the program

Volunteers need a :26?:o, Z.,71-ng-%-ng, a fealang
'as "I am hone:,tly needed for my total self." They aq, a - -car

of sharing' an pla,ming. .

This '.andbc)ok was developed with the above cons E-1%(7.!

With

tt.

and clarify specific dut)es
af-or

- r ,-0%.,v.,e Information and guidelines thai.
c5 r

1 information on resources such 'L:z.
pr.,):-..:!cals, audio visuals and organizai..io

c(.ordinator, the volunteer(s) and the'
t-ogcther
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THE :C01,DIN4TOR

Responsibility

The coordinator is responsible for developing and implementing the
volunteer program within the organization. He, or she, works with the staff,
in planning and supervising the program. In this role the oordinator re-
cruits, interviews, selects, orients, trains (or arranges f:r training),
plades, supervises, motivates, recognizes and evaluates.

As coordinator; (,.! or she is responsible to an 1---A'are supervisor
(who could be the admi. istrator of the organization) anu ctL;Cs as a 9ison
between the organization and the community at large and between the staff,
volunteers and recipients of the services.

As a liaison, the-coordinator must be aware and sensitive to the needs
and desires of all those who affect the volunteer program". In carrying out
duties, the coordinator must inspire respect and trust and convey confi-
dence. The coordinator must have respect and appreciation of others' ideas
and suggestions and a liking for people. He or she should be capable of
making decisions and of ensuring the cooperation of other staff members.
('his will reinforce his., or her, feeling of usefulness.) The coordinator
must be willing to listen.

Back'ground.

The coordinator must acquaint himself thoroughly with the organization
and its history and purpose as Well as with the staff members and their
respective duties and areas of concern.

Communication

The coordinator must keep an open mind to all suggestions and must
confer with staff and volunteers. He, or s sill need to encourage in-
dividuals to make suggestions and requests and to air complaints. When an
in-M,7idual is asked for his suggestions he;feels important to the organi-
zation. Developing a good communication line enables the coordinator to
identify -''-ms before they are out of control, to gain new ideas which
may be vital to the program and to increase involvement in, and acceptance
of, the volunteer program.

Relationship wi\th Staff

Volunteer-staff relationship is vital to an organization. The coordi-
nator should encourage the staff's help in planning and decision-making
while being aware staff members have limited time. The coordinator may be
able to secure staff involvement in the, volunteer program and increase staff
use of volunteers. If vice has a negative attitude toward volunteers,
the coorcdinator should nog press the issue. He, or she, should work, instead,
with those who appieciate volunteers and their services.

(8')
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Leadership

The volunteer coordinator has the responsibility of
assigning a-task to each volunteer. In carrying out this
responsibility.one of three differing patterns of leader-
ship may be used. ... The three types -of- deader are the
"dominator," the "compromiser," and, the "harmonizer."

All three types believe in"!teamwork," but in each
case, "teamwork" means something different. In any organi-
zation this term must be defined because the motivation of
personnel is crucial to the successful completion of an
organization's goals.1

Recruitment

The coordinator should recruit volunteers for jobs t t actually
exist. The assignment for each job must be specific. The ind -- amount
of training and the length of the assignment must be determi ed before the
task is assigned. The coordinator and other staff membegs wh\ carry any
responsibility for recruitment should be fully acquainted with\, '1 :le

needs existing throughout the agency and have full knowledge of the require-
ments of each job.

The coordinator may Want to recruit volunteers from various t aditional
sources including placemen bureaus, nearby colleges and universiti\s (both.
staff and stbdents), churc organizations and the local community. \

RECRUITMENT AND INTERVIEWING \\

Less Traditional Recruitment'

The resourceful volunteecoordinator can contact city, and county \

planning departments for census, information on neighborhoods that .rnx\
vide persons who are retired, those where homemakers are likely to be avail7
able during the day, mixed racial neighborhoods whose ri-lorr,ly re3idents \\

right terve as resources in the classroom (particularly when parents are un-\

able to provide this volunteer help)and other categories.

Voluntary Action Centers or Volunteer Bureaus, usually supported by

community org4nizations such as United Way and organizations .of churches
such as a Council of Churches or an Urban Ministry may aid a coordinator in

finding less-Used sources of volunteer help.

Persons receiving social services, residents 4 rest homes ki.'
'Teim.-s), prison inmates, groups of\handicapped person.,. all may be

included in providing services to organizati ns. Certain of these volunteers

:11.::e.t ,1:,irow, Behind the Executive sk (New Yoric: ,-. Man-

agement t.ssociation, 1964

(9)
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may
..--

ed (or staff) services to get materials they have prepared
to n agency. (In the M : Northern Piedmont area of North Carolina,

bers of the Junior Chamber of Commerce, or Jaycees work witn
n , - n,lents to obtain volunteer help from inmates in mukrny

holiaay giftS for a children's home.)

To facilitate recruitment, information packets can be prepared dnd
made available to selected officers. '.'ommitteo ,rs in organizations
such as those mentioned here, as well as others.

It is important that the volunteer be made aware that he
valued and when he has need of it, the necessary help andsuper,'Isiony411
be available.

Robert Hilbertrspeaking at the May 1965 National Conference on Soc1-1 I

Welfare in Atlantic City, New Jerseyititled his remarks "What Direction
Volunteerism?" He ventured In the years Ahem? I be we shall find
more anclk\more college students entering the ranks of vor.incters. .

'both summer and after-hours varieties, are in short supply relrttive to de-
-nand. ... Excellent work is now being done by, college volunteers it
will call for apprdpriate and imaginative supervision." And Hilbert added
that much of what he said was "appli.cable to high school students."'

Methods of Recruitment

Three basic types of recruitment exist. They are self-recruitment,'
informal or general recruitment and planned recruitment, Volunteers them-I
selves are well-suited as a group to introduce the community to the need
for contributions of services.

Self-recruitment is an indication of a program's public information
service (formal or informal) as well as a barometer of hbwinuch staff (in-
cluding volunteers), clients and'community memberp "talk up" a program's
purpose and its special needs.. The new volunteer is motivated to help with-,
out being asked. ,

Informal or general recruitment comes from addressingthe general
community in one or more ways. Radio and television, announcements (such
as popular local talk shows and community bulletin boar's newspapei'
features and news stories are usual ways in which genei,il ILL;tuitment is
done.

Planned recruitment may feature personal contact. Thb recruiter may
direct an appeal, through a speech and/or audio visual presentation, to a
specific group. Less personal recruitment might,,consist of telephone calls
or letters. Pl,rr-- recrnitN'ent and informal or general recruitment may
be conducted during the same period.

Duties

Duties of a recruiter include:

Locating and contacting qualified, or potentially qualified,
volunteers

(10)
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Estat.,lisning and maintaining. contacts with appropriate
- .

4 cbmm unity sources
. ..

cfonducting short-term- conferences "(over lunch, in office,
?'ia telephone) to interpret the organization and interest .
the Yol,anteer in applying or serving.

1

Puripose of the Interview

The purpose of the interview is tb assess,. skiilvand to determine
where th,,volunter should be placed% During the interview volunteers
learn the purpose of the program,or agency, and' _its functions,' The -01-
unteers also learn why they are needed,, areas tne program where jobes
are available and what is expected ofitheth.'

\ 10 Points'f.or Interviewers

1 ther tw6 volunter
pl,..?si_nt at an interview: the'yolunteer-as h really 1.e,
and the volunteer as he would like to appear.

2. Keep in mind that your main purpose -during the interview,
is to ob.tain information abbut'the volunteer.

3. Prepare a list of ,v.mple.,,informal questions', or "implied",
not actual} questions that Will accomplish the purpose of
the interview.

4.' Find out how the volu'nteerfeels about the job and what
his .aspirations are concerhingithe 'organization.

";-i

Be an'- informed as possible on all aspectsof the organ
zations work ,and its present and futilrec-objectives.

6. Allow time for pauses and reflectivejloments during the
interview. Don't "pressure" the volunteer.'

7., Develop skill in summarizing ideas and feelings on the
basis of understanding, not on the basis of accepting or
rejecting,the information.

8. Be a pod listener. Watch for "clue" communicate9(by
tone pf voice, and facial expression.

<-

. 9. Be prepared to interpret to thg yolunteer the opportunities,..
4%) .

availablein the organization for participation and devel-
.oppent.

10 : Keep a written summary' of the interview, .using d 'recording
forfa if .availableP

conpicting the interview the, coordinator can complete the appli-
cation, if necessary, by adding other information gained in the interview.
The co9rdinator should always give the volunteer bn opportunity to ask ques-
tions., /

4

2,
Anne K. Stenzel and Helen M. Feeney, Vol nteer Training and Develop-

ment: A Manual for CCIRMunity Groups (New YA Seahury Press, 19,68)
(11)
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When possible, a volunteer must riot be turned down without'some encourage-
mer\t. ,However, never place an unsuitable applicant in a position that will
be undesirable to an individual or to an organization.

PLACEMENT

Placement and Orientation

Placement is, after all, a straightforward process of
determining what work needs to be dope, evaluating avoidable
workers, and relating the workers tb the work as satisfactorily
as possible.

Success in matching Volunteers to jobs depenas largeiti
upon good person-to-per,: n relationships.. T,echniqus .and prac-'
tices by themselves will hot make a good placement plan; with
therd must combined the understanding, the,warm responsivenegs,
and the thoughtfulness that are vital to good htlian relation

The objective of the orientation is to make the Volunteers es comfor-
table as PO'ssible and-to inform them of the goails of the organilaelon, tak-
ing care not to overwhelm them with too much, taboo fast. Orientation may be
accomplished partiallythrough an informal tours of the Work setting with an
introduction of staff,and volunteers. Provide voluriteers with printed ma-
terials to help' inform them of.the organization's rules and regulations.
This material might include'a handbook covering thesfollowIng.informatiom:

puri5ose of the organization

- names and addresses Of key. personnel
. -

-7 available jobs

- staff expectatieris of volunteer.

- ,J-)lunteer expectations

- samples of recdrrds

Training

After the volunteer s placed, the type 'and amount of training will
depend on job to be done and the abilities and Skills of the volunteer.

ti

Job Description. .

The job ddscriptiOn clarifies for the worker the exact details (,f the, -
4

3
American National Red Crosi, Placing Volunteers (Washington, D. C.:

Americanqiational Red Cross, 1965 ed.).

-r

11,2)
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task. The job description sho.A.a ir,,clu.de. the title of the job, the
specific dutiO, tjle work relationships involved, the name of the person to
whom the volunteer is'immediately responsible, the hours of service, the
number of volunteers needed and necessary qualifications, Sgme jobs may
have completion dates.. If so', these datpc chrm1.1
decrIptic

Give tne volunteer a copy of the job descripti5ph during the iriterview
so that questions and points of. clarification can be discussed as needed at
*that time.

EVALUATION
0'

If an important goal of adult. education is to dttielL,p
the capacity and ability for self education and continuing
learning among people, then it is imperative that learners
as well as'teachers acquire the 'Evaluation Attitude.'4

Two Phases of Evaluation

There are two phases ,of evaluation. One phase'is theorganization's
evaluation of each volunteer's performance and effectiveness. The second
is the volunteer's evaluatiOn of the volunteer program.

. ,

The supervisor should observe volunteers, with',sUpplementary observa-'
tion,by the volunteer coordinatwt' There should beperiodic written eval-
uations for the volunteer by his immediate supervit-9r. Frequency of eval-
uation for Staff member determine how often the volunteers,are evalu-
ated or other'lfadtors *nay determine evaluation times. The.'evaluation
reviewed byothe voluritt.er coordinator and should discussed by between the
'volunteer and the coordinator. .

The assessment by the volunteer serves as ,an important part in the
total evaluation of the organization. The volunteer should evaluate his
or her total contribution to the organization and make suggestions for im-
nro-ring work conditions relating to his particular job. Volunteers may,
at times, have suggestions which can help impiOve the quality of a service
or of a.prdduct. There should be procedures for the volunteer to offer ideas
(in staf.meetings, suggestion boxes. and /or in conversation with the super-
visor or volunteer coordinator).

Recordkeeping

A file should be kdpt on each volunteer working actively in the or-
ganization., This file shoUld cont4n an application, referepce lettdrS,

4Pitrick Boyle and George F. Aker, "The Evaluation Attitude," Adult
Leadership, March 1962, p. 259.

1
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an evaluation'of each.work assignment, a placement 'card and other needed
information. \

A job card fide should be kept on avilable jobs.- This file helps
the coordinator know what type work is available in what areas within the
organization.

The coordinator should file all information about community volunteer
services which may be useful in securing help.

The amount of recprdkeepjng will vary depending on the size of the
organization and the number of people involved.

.

8

(14)
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LINC CHILD DEVELOPMENT TRAINING CENTER'

JOB DESCRIPTION'

' \

a

JOB TITLE: Volunteer Coordinator
'SUPERVISOR: Associate for/Administration'
SUPERVISEES: Volunteers
'EVALUATED BY: Associate for Admiriistration, .

eti

I. GENERAL RESPONSIBILITIES
-,.

A, Supervision of,v)1.1nteers

B. Recruitment, orientation and placement of volunteers

C. Recordkeeping

D. Volunteer recognition activities

E, Coordination of periodic meetings

1. All'volunteers

2. LINC staff utilizing volunteers

3. LINC Volunteer Coordinating Committee
.1

F, Evaluation of volunteers and of the totaLzOlunteer program

II, SPECIFIC ACTIVITIES

A, Supervision of volunteers

1. Responsibility for ultimate supervision of
all volunteers I.

2. Allocationof primary duties to various supervicgors
,

B. Recruitment, orientation and placement
-I,

1. Recruitment plan
.

a. Based upon needs
. . *.

2, Orientation to total LINC program
I

a. Specific orientation to jobs by component supervisors

,

3. Do interviewing and Make final placement

r

My

a. Complete necessary applica

(15)
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C. The4Volunteer coordinator should keep available
regular administrative forms, job descriptions, liolurtteer appli-
dation forms' handbooks, time sheets and'schedUles and evaluation
forms

1. Total weekly time sheet at end of each month

2. File all correspondence in appropriate correspondence
files

3. Keep all evaluations of program by volunteers, and others,
on file

4. Keep evftuation on volunteersconfidential .

5. Keep jobs available for volunteers

a. Submit job description forms to each ,supe visor
once a month

6. .Maintain a file on each volunteer

7. Keep available cumulative reports of volunteers' hours
and services'.

D, Reicognition

1.. Volunteer coordinator, with cooperation of thew lunteer
coordinatiAg committee, will organize and hold r ognition
events

a. Semi-annually

E, Meetings: The volunteer coordinator will schedule meet ngs
in order,eo promote staff-volunteer relations and to ear any
'concerns or suggestions

A11-17Olunteer meetings

2. Volunteer -staff meetings

a. Periodically

3. LINC Volunteer Coordinating Committee meetings

b. M'atithly

F, Evaluation: The volunteer coordinator will be responsible for
deveoping and compiling

1; Evaluation forms and materials

III. REQUIREMENTS

A, The coordinator s o ld be a person of outstanding abilities'

(16)
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B. ,Thc tal personality characteristics for the coordinator
include

1. A positive attitude

Compassionate objectivity

3. Fairness and honesty his/her relationships

4. to n7-ideas, new sights and 3,earning

5.

6.

C, Work gxperience

1. jMinimum of one year

a. Involving contact with people

D, Age qualifications

The capacity t0 listen

The ability tl learn from failure

1.f An adtlt capable of working with volunteers of different
ages

0

IV, AD=CED REQUIREMENTS (' degrees are not essential but may be
helpful)

A. In accord'ance with\t4 purpose of LINci, the volunteer coordinator
shoilld,,,attend anytmeetiws p6ncerning volunteerism or child care
slich as:

1. woitghpps

seminars

conferences
. i

, .5
. courses ,

:,..'

4
V, SuP, RVISION I .

,

A. The Peceptionist (working as part-time receptionist and paA-time;,
volunteer coordinator) is under the supervision og:the Associate '
for Administration.

. VI. EVALUATION

A. The supervisor should evaluate the volunteer coordinator

1. semi-annually

3
e-

,q(17)
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VOLUNTEER PLEDGE

Reprinted from Helping Hands

by Edith R. Neil*

1. I will endeavor-to make my work of the highest quality.

,,23 I will uphold the traditions and standards of Project Head Start,
and will interpret them tO the community

3. I will conduct myself with dignity, courtesy, and consideration.

4. .I will be punctual and conscientious in the fulfillment of my
duties and accept supervision graciously.

5. I consider as confidential'all information which I may hear
directly or indirectly concerning a child, his parents, or any
member of personnel, and will not seek information-in regard to
a child or his family.

6. I will take any problem, criticism or suggestions to the
volunteer program coordinator.

/
*Reprinted from Helping Hands: Head Start Volunteer. Handbook by
permission of the Regional Office of Development, Project Head
Start, New Federal Building, 19th and Stout, Room 110.37, Denver,; Colo-

' rado 80202..

I.

(18)
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Mr., Mrs, Miss .

Home Address

APPLICATI6N

LINC CDTC VOLUNTEER PROGRAM

Date:

Age
Last Name FiFst Name

Home Phone No

Business or College Address Business or
College Tel. No.

Person to notify in case of emergency

(Relationship)

Education and Special Training

Licensed Driver:. Yes No Car Available: Yes No

Physical Limitations

Volunteer Experiences

What are your skills, talents or hobbies?

Do You play a musical instrument?

Referred;by

Job Preference

Which one?

Time Available

Monday

2. Tuesday

3. Wednesday

4 Thursday

Frday

Signature of Saturda,'
Volunteer

Sunday

00021



LINC PLACEMENT FORMS

Job Componeht Date Placed

Mx., Mrs., Miss* -Age
Last Name First Name

Home Address Home Phone

Business Address Business Phone
,

Time Available: Monday

Tuesday

. Wednesday

Thursday

Ftiday

LINC JOB DESCRIPTION FORM

Job Comonent Supervisor.

Job Description

Qualifications Necessary

Number of Volunteers Needed

Time Heeded: Monday

Tuesday

Wednesday

Thursday

Friday

00022
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PHONE NUMBERS VOLUNTEERS MAY NEED

POSITION NAME PHONE COMMENTS

VOLUNTEER COMMITTEE & COORDINATORS

NAMES ADDRESS PHONE

00024



Name .of Volunteer

LINC CHILD DEVELOPMENT TRAI iNG CENTER

EVALUATION OP` VOLUNTEER' PROGRAM

.-,-.1.- Date

Orientation (Complete oply if this is-.,yo first evaluation of volunteer
program, or ifyou have received additional orientation that
you have not evaluated.)

Helpedme to understand the purpose of program. Yes

Gave me confituncr. in my ability to be a good volunteer. Yes

I like best:

I liked least:

I wish:

Assiqnment

unit Position

I like my work. Yes No

No

No

I believe that I could do more in my present position. Yes

I believe that Iwould enjoy doing another kind of volunteer work.
Yes No

I wish:

Supervision

I receive the help that I need to do my job. Yes .No

. I wish I could be helped to:

I like:

./ do not like:

0'0025

No



Rate the attitude of the supervisor:

Extremely
Helpful

Above Average Average Below Average
.

Very
Helpful.

. .
.

Uow would you deacribe the attitude of the supervisor?

Volunteer Program
The volunteer program helps volunteers feel useful: Yes

The volunteer program is:
a waste of time
Well organized
not well organized

,needs improving

What changes would you like to see happen?

hat chant; would not like-to see happen?

4.1,

wou u you volunteer at L11C again? DEIS No
( i the answer is No, why not?)

\ \
F\

Comments' rite anything that you wish to say)

.

, -1

Signed

Volunteer

00026

0



4

C)-11LD DEVELOPMENT TRAINING CENTER a 800 SILVER AVENpE,GREENSBORO,N.C. 27403

LUNCHEON KICKS OFF "VOLUNTEER, REORGANIZATION .

For ImMediate Release

GRE
Carolina.
nization

For Further Inform-6°n:-
Coordinator of Pubhcavons
919/275.9836

BORO A luncheon at They Learning Institute of North
I INC) children's Center Tuesday, will kick off the reorga-
f LINC's volunteer program.. ;

4.. -

Six guests, foUr Who hive already agreed to serve on the re--
orqinlizationel steering 6ammittee for the volunteer program, will
dtterid.

The four committee members

In' addition, two, LINO will. be on the committee.

The steering committee has four basic functions, Barbara Kamara,
ZINC program director, said. It iillt

- Avast in rOcruiting volunteers
- Assist in plannipg-for the moat effective use of volunteers
- Plan a program Of reorganization

b - Assist in evaluating the use cif volunteers at the center.

One reason"for reoiganizipg the program its the somawhat'haphaz--
,:trd use of volunteers-in the past, Ms. Kamara said.

'

"We have had volunteeri we didn't' know how to use," she said.
"Many'vOlunteers didn't want to work with the children and we didn't
have a systematic way to put them to work. popefully;the steering
committee will alleviate that."

"The volunteer prOgramenstara saido."is designed 'to assist, .

the social Servicesscomponent of LINC in providing services to
parents. ".cor

"Voluntftrs also work 'in the Center...."

"This takes some'of the burden off the staff." Ms. Eamara said.
-TIt gives us the opportunity to do things we would like to do ratherthan just things we have to do -- things that' must get done. When
more input is 'received from ,the community,. our fiideral dollars can

'be better used."

47t''
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A NOTE ABOUT THE LINC VOLUNTEERS'' HANDBOOK

The handbook used by LINC during 1973-74 May' be useful to other
programs as a source of suggestions. Thiqwas printed on colored
mimeo bond paper except for a heavier type vellum paper for the page
for telephone numbers and for the covers. The Contents appeared on

,

15 pages, half the size of thilsgpage, 81/2" wide x 5I" long. The contents
of this conveniently-sized handbook are bncl.uded here and on following
pages.

$.

WELC4 OM E! .4

To be a volunteer is to show you care! You give of the most im-
portant thing you possess -- yourself. You may be here as part of
your schdol work, because you are a parent or just because you have
some timexon your hands and would like to put it to use. Whatever the
reason, we're glad you decided to spend that time at the LINC Children's
Center.

If you have questions, ask anyorie. We often hustle and bustle
around like we're in a hurry: Don't let that bother you. Stop one of
us, ask a quetion, make a suggestion, voice a complaint. You are just
as much.a part of the Children's Center as anyone else and we want to
keep you with As, so we want to keep you happy

Ag'ain, we're glad you're here and hOpe your stay with us will be
a long and pleasant one

W H 0 A R E 14 E ?

The LINC Child Development Training Center, or Children's Center,
began in 1967, fudded through a giant from the Office of Human Devel-
opment, Department of Health, Education and Welfare,. The Center hate
two separate but related functions: it is a laboratory and model pro-
gram for preschool children and it serves as a training facility for
Head' Start programs in the Carolinas.

The Children';4Center is dedicated to the belief, that the concepts
outlined by Be2td Start can' work and the Center operates like any other.
Head Start Center. An instructional staff of five mans the tap class -
rooms, using a positive apprbach with the children and teaching through
unstrUctured-as well as structured activities.

An active parent involvdMent-Program includes ar weekly coffee
hour and programs in the evening as well'as during the, day or parents
and members of the community. The toy library, a'fai0.y new parent
involvement concept at the Center, allows parents to make and use in-
expensive, educational toys for home.,

(27),
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A new volunteer program for the Center is just, getting off
the ground. Though volunteers have always been an important part
of the Center, reorganization is now taking place with help of sev-
eral volunteer agencies in the community.

7. . 4,

The parent involvement and volunteer programs operate to help
the children, since the Cenier's primary. responsibility is to the

and five-year-old children enFolled. Five overall
goals guide the instructional program, all working together to enhance
the,social, emotional and intellectual developmept of each child, en-
abling him to make the transition into public school better and giving
him a "head start" in skills he.might be slow piCking up.

The instruction program attempts:

-'To help the child develop a positive self-image and
to help him increase his confidence in his own abilities

To increase each child's sensory perceptual acuity,
for example, to help a child refine his eye-hand coordi-
nation

To help the child improve his lang ge skills since
language is one of the keys to su cess in school

- To help the child learn how to solve his problems of all
kinds: intellectual, emotional, social

- To he4 the child learn how to form and relate concepts
ratherthan memorize facts

SIP

The Leadership Development wing of the Children's Center has the
responsibility for improving the qualify of Head Start agencies in North
and South Carolina. The Leadership Development staff works to train per-
sonnel in all areas ofthe program: education, social services, parent
involvement and health and nutrition. ,A primary duty of the Leadership
Development staff right now is educating Head Start personnel in ways
to meet the Performance Standards set down by the Office of Human De-
velopment.

Though the LINC Children's Center has twin roles, a model, program
and training, facility for Head Start, its services don't stop there.
As a community agency, the Children's Center performs services for res-
idents in the area around 800 Silver Avenue. And, as a regional a9ency,
the Center helps other day care agencies get started and improve the
quality of their service. The Center is also open to students who
might find materials that' supplement their studies in early childhood
development, psychology, sociology and related fields. Students from
UNC-G, Bennett College, Guilford, A & T State University and other area
achools have used the Center.

Publications, films, slide tape preSentaLons and other materials

(28)
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are available to interested groups and .individuals free or at nominal

charges. Many of the educational sessions at the Centel are open to the

community.

The LINC Children's Center is interested in improving the quality of

pre-school education. Throtigh the model program, the Leadership Develop-
ment Program and services to the community and t'he region, that improve-.
meat is taking place.

PURPOSE OF THE VOLUNTEER PROGRAM,

Many of this nation's most significant developments in education,
government, health and stoical welfare have resulted in whole or in part
from the efforts of volunteers. The volunteer preceded the progessional
worker in many of these fields.

The LINC program firmly believes that successful programs require
meaningful citizen participation. The use of volunteers is an effective
way of'tobilizing resources in the community. \

The printery aims of the volunteer program are:

- to provide additional staff in all area of the program,,
thus increasing the effectiveness of the paid staff.

- to give interest local citizens, including the parents of
children, an opportunity to participate in the program.

- to establish a systemized method of mobilizing communiey
resources for the expanSion and improvement of all parts
of the program.

- to build better understanding of child care programs and to
stitulate widespread citizen support for improved services
in education, health and Tkelfare for children -and their
.families.

- to expand resm4rces available ,to participating families in
the program.

POLICIES THAT APPLY TO VOLUNTEERS

%_TimeSheet.
Time sheet, for,houts of service rendered must' be signed by all

volunteers.,

(29).
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Medical Requirement
All personnel, paid or voluntary, who regularly come in contact

with children are required to have a tuberculin test. This test is
available free of charge .at the Guilford County Health Department,
300 Norwood Street,- telephone number 275-0911.

Insurance
'Volunteers are covered under LINC insurance policies while riding

the staff car orbus.and while on LINC's premises.

Transportation'
' Every effort will be made to provide transportation for volunteers

who live on the LINC bue route. However, transportation must be arranged
through the volunteer coordinator. Transportation problems will be con-
sidered on an individual basic.

Meal
Any person volunteering for at least two hours during any given day

will receive,free lunch on that day.

JOBS FOR VOLUNTEERS

Classroom - Read stories tot, children;_music, art and drama activities,
playground activities, go on field trips with classrooms,
work with teacher in teaching activities, help in class-
room during snack and lunch.

Clerical - Type, collate and staple publications, answer telephone
during meetings, operate mineograph, duplicator, copier,
and off-set printing machines, serve as receptionist.

Nutrition - Assist nutri ion staff in meal preparation, assist in menu
planning, co duct in-service for nutrition staff,assist
in cocking experiences in classrooms.

Parent .

..
.

Ipvolvement-- Teach arts and crafts to parents, help parents with
small home z'epairs, assist in developing a parent training
resource file.

Social Services - Ride the bus with children, tutor, serve as social
worker aides, make toys for children.

Health -
J

Assist with medical exams, assist with dental work, assist
with lab work.

(30)

00032



Resource Center

Publications

4

Public Relations

Show films, sort films, maintain resource files, make
puzzle pieces, help repair books, help with ordering
books, assist with inventory

Take picture-. illustrate publications, assist with
layout, assi4t with newsletters and other publications

Help recruit other volunteers, obtain speakers for
interesting sessions, collect free materials froril
businesses_around the city

STAFF EXPECTATIONS OF VOLUNTEERS

1. To be here when schedules or call if they will be out or late.
2. To be realistic about their skills and abilities.
3. To go to person supervising them if'they have a problem rather than

dropping a tasx.
4. To follow through with tasks.
5. To put materials and equipment in proper place.

EXPECTATIONS OF VOLUNTEERS IN WORKING AT tINC

1. Staff will be courteous to them.
2. Orientation and explanation of each task and on-the-job supervision.
3. To be allowed to contribute to the program.
4. To be recognized.
5. To evaluate the program.

(31)
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VOLUNTEERS NEED TO KNOW THEIR TAX BENEFITS

4

(Compiled from Voluntary Action Leadership, in part)

Voluntary Action Leadership in its November../December 1973 issue pro-
vided volunteers tax information based upon remarks by Wilson Fadley, an
Internal Revenue Service spokesman who itemized the deductions volunteers
were eligible .for in 1973.

At that time deductions allowable were for the following:

1. Cost of transportation from the' volunteer's home to
where he serves

2. Reasonable cost for meals and lodging for the volunteer
while away from home if not provided

'3. Cost and upkeep of uniforms that have no general utility
and are required to be worn while performing donated services

4. Out-of-pocket expenses for gas and oil which are used for
services rendered to a qhar-itable organization

OR INSTEAD OF #4

5. Volunteers may use a standard rate of 64,.per mile, plus
parking fees and tolls. (NOT deductible'is auto depreciation
and insurance nor a pro rate portion of general repairs and
maintenatace) .

Fadley encouraged volunteers to obtain IRS Publidation No. 526.
"Income Tax Deduct,i.ons for Contributions" from their lopal Internal Re-
venue Service office. Office is hilt conveniently accessible, assistance
may be had by calling the IRS toll-free number which reportedly is "list-
ed in all--telephone'dire6tories." (NOTE: It may be necessary to contact
the Information Operat9r for this information).

NOTE: H/S* programs estimate the fair value of merchandise which is
received for use and supply a contributor with a note or form indicating
the approximate value of the contribution This amount is deductible,
as well, for the individual taxpayeeor irm itemizing other tax deductions.

*Head Start

(32)
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VOLUNTEERISM: A SELECTED BIBLIOGRAPHY

Compiled by Pat M. Ryan

Books, Pamphlets, Documents:

ACTION. (See National Student Volunteer Program.)

Adult Education ssociation of the U, S. A. Working with Volunteers.
bbadership P hlet #10.' Washington, D. C.: Adult Education As-
scciation of the U: S. A., 1956. 48 pp. $ .60. Address: 810
18th Street, N. W., Washington, D. C. 20006.

Aides to Teachers and Children. Washington, D. C.: Association for
Childhood Education International, 1968. 64 pp. $1.50 Address:
3615 Wisconsin Ave., N. W., Washington, D. C. 20016.

American National Red Cross. Placing Volunteers. Washington, D C.;
American National Red Cross, 1968, 36 pp. (Available through
local Red Cross ,chapters.)

StartMg_from Scratch to. Organizes Vol-
unteers. Washington, D. C.: American National Red Cross, 1967.
(Available through local Red Cross chapters.)

Bureau of Family Services. Citizen Participation in Public Welfare
Programs. Washington, EL C.: Bureau of Family Services, 19C2.
Free.

Burgoon, Janet. Operating Manual for a Volunteer Talent Pool ed
Helen Szold. Winnetka, Ill.: Winnetka Volunteer Talent Pool,
1968.

Center of Leisure'Study and Community Service, University of Oregon.
Volunteer Coordinator'sGuide, 1969. 5th ed. Eugene, Oregon:
Center Of Leisure and Community Service, 1973. 61'4- vii pp.,
Addres: 280 East 11 Ave., Eugene, Ore. 97401.

The Child Development Associate, Washington, D. C.: Office of Child
Development, 1973 (8-panel fold-out). Free.

Children's Bureau, DHEW. Day Care--Everybody's Problem: Volunteer
to Help in Your Community. Washington, D. C.: U. S Government V

Printing Office, 1970. 6 pp. A.vailalple from Superintendent of
Document's' (Item No. 452; HE 21.102: D33),

Church, David M. How to Succeed with Volunteers. New York: National
Public Relations Council of Health and Welfare-Service, Inc.,
1962. $1.25,. AddreSs: 257 Park Ave. So., New York, N Y.
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Cohen, Nathaniel. The Citizen Volunteer: h15_, Reseonsibiizty, Role, and
Opportunity In Modern Society. New York: harper a, Row, 1962

David, Anne. Volunteer Services. New Ybrk: Cornerstone Library; 1970.
$1.45.

Day Care Aides. 'Rev. ed. New York: National Federation of Settlements
and Neighborhood Centers, 1972. 135 pp. Single copy free. Address:
Arthur W. Murphy, 232 Madison Ave., New York, N. Y. 10006

Domestic Volunteer Service Act of 1973: HeFJ Lefore Special Subcom-
mittee on Human Resources, 93d Congress, 1st Session on S. 1148
(and) S. 1338, March 15, 1973. Washington, D. C.: U. S. Govern-
ment Printing Office, 1973. iv + 733 pp.

Domestic Volunteer Service Act of 1973: Report from Committee on Education
and Labor to Accompany H. R. 7265, July 26, 19-/.3. Washington, D. C.:
U. S. Government Printing Office, 1973. 43 pp

Domestic Volunteer Service Act of 1973: Report from Subcommittee on Labor
and Public Welfare to Accompany S. [148, July 11, 1973 Wa'shington,/
D. C.: U. S. Government Printing Office, 1973. pp.

Early Childhood Development Programs and SorIces: Planning-Lfor Action.
,Washington, D. C : National Association for the Education of YoUng
Children, 1973: 17.2 pp. $2.50.

.4p

Family Service Association of America. Use of Volunteers ,n Public Wel-
fare New York: Family Service Association of America, 1963. 103
pp. $3.00. Address: 44 East 23rd St., New York, NrY%

Food and Nutrition Service. Handbook fox Volunteers: Child Nutrition.
Rev. ed. Washington, D C.: Food and Nutrition Service, 1972. pp.

Freund, Janet. A Guide for Coordinators of Volunteers and Volunte
Services in Schools. Winnetka, Ill.: Winnetka Public School-, 1966,
154 pp

Gilbert, Arthur. prime Time: Children's Early Learning Years. New York:
Citation Press, 1973. 198 pp. $2.8' 1.-per.

Girl Scouts of the U. S. A. Recruiting, Selecting, and Placing Volun-
teers. New York: Girl Scouts of the U. S. A , 196-0. Address:
830 Third Ave., New York, N. Y. (Catalog No. 19-472--out of print.)

Greenberg, Polly. The Devil Has Slippery Shoes: A Biased Biography of
the Child Development Group of Mississippl. New York and London:
Macmillan, 1969, xv + 70'4 pp.
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Head Start Volunteer Handbook. Cumberland, Md.: Head Start, 1974.
Single copy free. Address: Ellen Gearing, Director, Head Start,
206 Paca St., Cumberland, Md. 21502.

Host, Malcolm S., and Pearl B. Heller. Day Care: 7 Administration.
W?qhangtnn, D. C.: Office of Child Development, 1971. 16:7 pp.

25 fl,_t:rn 454-C-3; S/N 1791-0161.)

How to Work with Volunteers. Washington, D. C.: Health and Welfare
Council of the National Capital Area Address: 95 M St., S. W.,
Washington, D. C. 20024.

Jamer, T. Margaret. School Volunteers. New York: Public Education
Association, 1961.

Janowitz, Gayle. Helping Hands: Volunteer Work in Edu:ation. Chicago:
University of Chicago Press, 1965. 125 pp. $3.95; $1.75 paper.

Johnson, Guaon Griffis. Volunteers in Community Service Chapel Hill:
i. ,' Carolina Council of Women's Organizations, 1967. 300 pp.
Address: P. O. Box 25, Chapel Hill, N. C.

Kirschner Associates, Inc. "A National Survey of the Impacts of Head
Start Centers on Community Institutions: Summary Report." Wash-
ington, D. C.: Project Head Start, 1970. iv + 19 pp. (Contract
No. B8:-.4638.)

Landreth, Cat:lerane. Preschool Learning and Teaching. Washington,
D. C.: Day Care and Child Development Council of America, Inc.,
1972. 193 pp. $3.95.

&rri.6k; Nancy. .q.6 Parents' Guide to Children's Reading
Pocket Books, 264.

New York:

Miller, Ruby Sills. ',Aping the Volunteer Get Started: The Role of
the Volunteer Center. Washington, D. C.: National Center for
TO1untary Action, 1972. 90 pp. ,$1.25.

National Capital Area Child Day Care Associa.tion. The Primer. Wash-
ington, D. C.: Day c--,re and Child Development Council of America,
Inc., 1972. 30 pp. :.;J.50. Address: 1012 14th'St., W.,
Suite 1104, Washington, D. C. 20005.

National Center for Voluntary Action. Voluntary Action Guidelines.
Washington, D. C.:National Center for Voluntary Action, n. d.
Single copy free. Address: 1785 Massachusetts Ave , N. W.,
Washington, D. C. 20036.

'Volunteers in Day Care/Headstart.
Clearinghouse Portfolio No. 2. Rev. ed. Washington, D C.:
National Center for Voluntary Action Clearinghouse, 1972.. Single
copy free.
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National Education Association. Auxiliary School Personnel. Washing-
ton, D. C.: National Education Association. $ .50. Aadress:
1201 16th St., N. W., Washington, D. C. 20016.

National Federation of Set.lements and Neighborhood Centers. 100,000
Hours a Week: Volunteers in Service to Youth an..1 Families. New
York: National Federation of Settlements and Neighbourhood Centers.
$"2.00. Address: 232 Madison Ave., New York, N. Y 16016.

National Institute of Mental Helth. Volunteers in Community Mental
Health. Public Health Service Publication No. 2071. Washington,
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BILL OF RIGHTS FOR VOLUNTEERS*

by MrS. Richard L. Sloss

1. The right to be treated as a co-worker not just, as free help,
not as a prima donna.

2. Theright,to a suitable assign.: with consideration for persdhar
preference, temperament, life experience, education and employment
background.

,

3. The right to know as much about the organize(tion as possible
its policies, its people, its program.

4. The right to training or the job thoughtfully planned and
effectively presented training.

5. The right to continuing education on the ibb as a follow-up to
initial training, information abOut,new developments, training for
greater resPonsibility.

6. The right to sound guidance and direction by someone who is ex-
perienced, well-Informed, patient, and thoughtful,, and who has the
time to invest in giving guidance.

7. The right to a place to work, an orderly, designated place, con-
ducive to work and worthy of the 10!) to ,be done.

8. The right to promotion and variety of experiences, through advance-
ment to assignmentS of more responsibility, through transfer from
one activity to anOther, through special assignments.

9. The right to be heard, to have a part in planning, to feel free to
make suggestions, to have respect shown for an honest opinion.

10. The right to recognition in the form'of promotion and awardsl,
through day-to-day exp:essions of appreciation, and by being treated
as a bonafide co-worker.

*Mrs. Richard L. Sloss, "Bill of Rights for Volunteers." Director,
Office Volunteers, Western Area, American Red Cross, San Francisco,
Calif. 1 page (ditto) 1960. Reprinted from University of Oregon....,
Volunteer Coordinator's Guide...(Eugene, Oregon, 1973), P.58.
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INNOVATIONS IN SCHOOL PROGRAM AND STAFFING PATTERNS:

VOLUNTEERS

by Edmund W. Gordon & Doxey A. Wilkerson*

.Regardless of the degree to'which attitudes and techniques may be im-
proved, it is improvement 41.n the teaching situation which often has the most
salutary effect upon teacher effectiveness, and so, by extension, on teacher
morale (e. 2_1_, class size, availability of help, teaching structure, teach-
ing materials) ....1 Among the approaches that have been utilized for more
effective (caching and learning are various alterations of tha traditional
one-teacher, one-class relationship. And ,.. team teaching (is) a rearrange-
ment of staff which provides s oport to the less effective on less exper-
ienced personnel, as well as allowing for the fuller utilization of each
teacher?..1, talents ....

Some of what is loosely called tc z.1 teaching in compensatory education
really involves- the use of SL4pDler.entary personnel. Teacher aides or vol-
unteer mothers are used in ti-o clasloom, instead of the genuine organiza-
tional change represented by a team-teaching program .... At the pre-
school level ... what is described as team teaching.often merely means
that a number of persons work in the classroom under the guidance of one
certified teacher in order to provide the more individualized attention
required by preschool-age children ....

t There is no rule which dictates that the personnel added to a class-
room to 'reduce teacher-pupil ratio need be professional, or paid. In a
number of projects the use of volunteer aides, particularly in the primary
grades, has proved &most valuable way of increasing teacher effectiveness
without at the same time collapsing the school budget.

In San Francisco, volunteer parents serve as classroom aides, "admir-
ing, buttoning aprons, tying shoes, cutting, pasting, admiring, and listen-
iIng," and by so doing effectively reduce the classroom teacher's load. In

the same project a group of volunteers were also trained as storytellers
and assigned to project classrooms. An aide may be o maintain order
in the classroom during a free play periodsp that he teacher4can provide
special reading readiness .or other "catch-up" work for a small group of
slow learners. School resource volunteers in Berkeley are available upon
request from the classroom teacher and the demand outstrips the supply
-- to perform any and all nec'2.ed f'nctions from correcting papers to pro-
viding special enrichment activities for groups of students.

Volunteer personnel in such special areas as music, art, dance, .cre:
ative writing or science may come into the classroom ti.. provide special in-
formation and inspiration regularly, or on a one-shot basis as visiting

*Excerpted from Chapter 4 of Gordon & Wilkerson, Compensatory Educa-
tion for the Disadvantaged, pp. 59-61, 68-70. Reprinted by pe -Tilssinn CD
Copyright, College Entrance Examination Board, New York, 1966.

Project Head Start's rationale and achievements are discussed in pos-
itive terms, pp. 31, 160, and elsewhere.
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lecturers. Although most of the volunteer tutoring pis-JicC6
in after-school time, volunteers have also been usea, as IL
university tutorial program, to tutor pupils during tne SChj. 1 dat as well
as to assist generally in the classroom.

Although in some cases volunteers may provide ,,u_r of
hands, they are sometimes trained for specific jObs. i 'haul.
Corps in Washington, D. C., has provided services and pel-_,LLei all
sorts to the Capital's schools, ranging from volunteer;; to offei music- -and
literature enrichment activities, to specially trained ,.-.Diuhse]cL aides and
remedial reading aides, who provide assistance to professional personnel
in those areas. The Junior Volunteer Project in New Yon c:t: utilizes- the
abilities, talents, and time of six hundred 13- to l5-/ea_-,11 junior high
school students who are drawn from the neighborhood served drA(± provided
with extensive inservice training.

Volunteer classroom personnel can be parents or :.-the; or they
can be young_ people; The King's County (Calif.) co:lp,:_st--;
program makes use of student teachers from a local state -J supple-
ment the work of the classroom teacher. Two of the other programs
it California provide notable examples of intraproject coo..7,era.._Lof.. In
Indio, the Coachella Valley McAteer project uses bllingaal f'Iture teachers
as classroom aides in the elementary4SChool grades and uses hIgn school
students from the project neighborhood as interpreter aides in teaching
and counseling. In Fresno, junior.uigh school project pupils helped run
a nursery school program, and fifth- and sixth-graders provided reading
help for primary grade pupils. The 'latter practice is one that has been
explored in several programs.

One of the more extensive and ambitious volunteer programs is that
of the Counci-1 of the Southern Mountains in Berea (ky.), the Appalachian
Volunteers. These volunteers are providing ailprogram of individual at-

.. tention for pupils in eastern Kentuck's" rural schools that includes both
remedial work and enrichment. They are also working to establish libra-
rieS in about 400 rural schools, through the Books to Appalachia Drive
conducted.with the help of the national P. T. A.

(A Directory of Compensatory Practices, pp. 199-299, lists pr,igrams which
utilize volunteers, together with names and addresses of Contact persons.
The Bibliography, pp. 193-198, includes no items specifically pertaining
to volunteerism.)
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THEY SPEAK FROM EXPERIENCE

The following remarks were made by participants 3.7.. the North Caro-
lina Head Start Association Meeting who attended the special session on
volunteers'field December 7, 1974 at the Winston- Salem Hyatt House. All
participants agreed to the use of their remarks in this issue., Unfor7
tunately background noises interfered and not.all name; are included.

David Tmompson, Career Development and Volunteer C.Joi.dinator, Experi-
ment in Self- Reliance, Winston-Salem, N. rAr and Dr. Beatrice Carmen, Of-
fice of Children's Services, Raleigh, served as workshop, leaders for the
session and shared the role of moderator left vacant due to the sudden ill-
ness of the scheduled moderator Ronnie Kuechei,' Director, Guilford'County
Head Start, Greensboro. (Ms. Kutchei was back at work the next week.)

Mary Mason, Experiment in Self-Reliance, Winston- Salem:

"A part of any community agency's work is knowing your community re-
sources, and when they are not available to you then this is where our
state offices come in to supplement. The state is divided into all facets
of community ),felp and we can get some kind of help either on a state or
national level."

Participant's name not given:

We had a building that looked so awful and needed painting. We,
as parents, went around to stores and they donated paint and those that
didn't, they gave money. And we also are located close to a military
base, and we talked tosome of their Marines there, and we got a big work-
ing party of Marines Lguess we had about 60 guys that day, working all
day. (ED. NOTE: It was not clear if the Marines were - working on their own
time but because they.are federal employees this would be necessary for
their contribution to be counted an "in kind" one.)

Dr. Beatrice Carmen, Office of Children's Services, Raleigh:

"Some ... Important things. That is, they went around asking people.
If you don't ask you're not going to get anything. The second thing is "
that they did it on a face;t'o-face level. It's very easy to say "No" to
people on the telephone."

Asheville participant.:

"I work mainly with\the parent involvement part of the coordination
of volunteers. We use the Volunteer Service Bureau. ... We recruit people,
from the . Home for Retired Misgionarie's, and also to work in the class-
room with childfen-and the Buncombe County Health Department and the Bun-

- combe County...Home Extension. Service. The Family Counseling Service does
wo/kOlops for us, and right now I have a lawyer engaged to give a workshop
qiirp4xliaw.ntary procedure to the parents who are on our Policy Council
nd(aiso ale staff-' We use all our resources."

V

r
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Lesterine Whitehead, RdCky 'Mount:
"We have a group of retired teachers who give so Lich time. We have

other senior citizens and, of course, our parents. We have mohtnly recog-
nition for those persons who have given time to our-,:...enters and we have
certificates presented them once a yeai.. ... For parents, we ha':e
unteer of the Month."

Juanita Tatg:
"Oui- mothers give baby sitting services."

Pat,Jones, Operation Breakthrough, Durham County:
"I was with Guilford County, ... and maybe I can speak_ for Ronnie

(Ronnie Kutchei, Guilford County Head Start Director),and just tell you
a little about the system.in Guilford County. When I was there, we had
two Volunteer (community) coordinators and a staff person directly res-
ponsible for volunteer services but we had two volunteer coordinators who
assumed the most responsibility. Their responsibility was interviewing,
placement, and also helping in recruiting, collecting time sheets and this
kihd of thing." ED. NOTE: Guilford County now had one unpaid coordinator.

Queen Thomas, Lewisburg:
"I have a child in Head Start and I try to volunteer at least once a

month. I am a working mother and I deal with migrant and seasonal farm
workers, and when we go into the home of a peison if they will let us (we) .

analyze the entire family and see if there is any need for that family.
I work eight hours, but after' the eight I can volunteer to do anything I
can for a family. ... That is volunteer rk. We don't get paid for it.
But ... we deal with poor people and, I fin that poor people need help. A
lot of times my job May call me someplace else but after I'm off work then
I'll do what I can for a family if it's possible. ... We try to get at
least two parent volunteers at the center each day.

,Ida H-, Franklin County:
"I'm on the staff. I found out when I worked with volunteers, that

if people .get the child to encourage the parents to come, this means a
whole lot -- because they say, "I'm brifiging Mother tomorrow." ... "This
is my Mother today."

Horace Ferguson, ACTION, Washington, D. C.:
"ACTION, .that's the agency that's responsible for all volunteer pr -

grams, domestic and foreign. And I can give you the name of one person
to contact to get information,t Judy Williams, ACTION, National Student
Voluntary Association, 825 MiaseaChusetts Ave., N. W., Washington, D. C.
There's a bill pending whereby people who volunteer their services would
be able to get income tax deductions.,.... But it's getting a lot of op-
'position from NOW, the women's organization.

Brunswick County participant:
"We had a dinner for one of our meetings and our parents volunteered

to come out in the kitchen and help us and parents on the outside kept
our children while we were in the kitchen. ... It's really rewarding to
see the parents and be with them arid talk to them."

Fran Schneider, Hendersonville:
"I don't know exactly what you would call me. I've been on the

Policy Council since the beginning of Head Star,t. ... I also belong to
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the League of Women Vcteis, any the LeagLae tries t help as far as legis-
lation is concerned, writing in to oar congressmen to support Head Start
and that 'sort, of thing and we also ga..7e the Policy Council a parliamen-
tary procedure course. We do ha'e an annual meeting recognizing volun-
teers. ... If you have a specific project' like some of these people
have talked about, you can get marelous response.

4

Participant from seven county rural area:

"We ask people to sign up for some specific thing that they would
like to do during the year and then we try to make assignments before
they come to the center so that they know what they are going to do. We
have a little chart saying that today we'd 1114 you to do this, and she
has instructions so that she's not running back and forth to tl3e teacher
who in in cha6te, and we find, that helps a great deal. We coordi-
nate our efforts with the Social Service Dept,.in each county."

She ...101,s- s o "We try to have the doctorsand nurses come in
and talk with Children ... and We ,t'ryl to ask them advance to talk
aboUt something specific concerning their profession so'that we can claim
professional fees (in-kind contributions) because otherwise we can't. We
have a lot of things going."

4)4
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VOLUNTEER SERVICES SECTION

OF THE

SELF-ASSESSMENT VALIDATION SYSTEM*

Office of Child Development

Management Activity
and

Guidance

1. Are volunteers used to the fullest extent possible in all parts of the
program especially as classrdom volunteers?
GUIDANCE: Discuss use of volunteers By the grantee with the grantee direc-
tor and all component directors, Review recruitment promotional plan or
strategy for obtaining volUnteer services fif such plan or strategy ex-
ists).

2. Are volunteers given meaningfulAssignmens which:
a. Involve them in a way useful to the program?
b. Are stimulating and satisfying to them?

GUIDANCE: Interview volunteers in each program component aed ask them
for their opinions on the quatity of their involvement in the program.

.Ask them also if they find their work satisfying.

3. Are there sufficient volunteer classroom aides to satisfy the OCD staff-
child ratio requirement?
GUIDANCELtCalculate the clasdroom staff-Child ratio 'divide number of
chiLdr.j71 3er : aedr.,,om by number, of teachers and aides in each individual
classroom).. Ratio should not,exceed OECD requirements. Additional vol-
unteers may be needed if there are handicapped children ix the class.

4. Are all volunteered services claimed as non-federal share properly docu-
mented? 4

GUIDANC? Examine accounting records of non-federal share. Determine
whether proper documentation has been made of volunteer services.. Ensure

.that time spent and hourly or daily wage rates have been recorded.
a

5. Is there a staff person who is specifically responsible for coordinating
volunteer services?
GUIDANCE: Interview Head Start Director and staff member responsible

*NOTE: Volunteer Services appeaes in Section B of the ."Self-Assessment
Validation System which refers to OCD policy issuances as Head Start
policy. For design purposes of the Idea Exchange the "Guidance material
was incorporated directly beneath "Management Activity" althoUgh it is in a
separate ooluMn in the OCD version.

(46)

00048



c

S.

1

i

r

GRANTEE
Check one t Sre,:ific Areas

Satis-r Needs Im- of Improvement
factory provement Needed

OCD
Check one

Satis- Needs Im-,
factory proirement

Specific Area
of Improvemen

Needed.

--

b.

.

v

;

,

(47)
.

00049



z:f one is designated/ for )..Lunteer services

6 Is volunteer recruitment carried out on a community-wide basis?
ajIDANjE: ;Y::eP)te/,.) Head Start Director and staff member responsible
(if one is designated,. Determine from interview s/ if the grantee
has a pL2n ;op Ncruiz volunteer services in :he c'_.rtrrr.,:nit,?. Sur-
oey gr,v.te staff and v)lanceers to find out if the, plan 'if any) is

being carried out. Check with major volunteer onganizati,ns, i. e.

Volunteer Bur-e!.., American Red Cross.

7. Is there an do -going assessment process of the volunteers' effective-
ness?
GUiDANOT: :%2ter,'iew Head Start Director lior staff person responsible
'fur volunteer services t: find out if do assessment ,t-ictn, activities
to determine effectiveness of ..ulunteers, is being carried ,ut.

8. Is there an adequate pre-service and in-service training program for
volunteers?
f_XIDANCE: interview grant: otaff person resp,nsibje foe volunteer
services t, find out if p - and in-service training and orientation
programs exist. °Key factors to assess are: if a formal pre- and in-
service training and orientation program exists, is it being carried
out what it involves, how many of the volunteers is it for.

9. Is there adequate liability insurance coverage for volunteers?
GUIDANCE: Interviewaccounting office personnel responsible for grantee
insurance. coverage. Ensure that policy is in force and not out of date.

10. Has every volunteer received a TB test?
;!J'DANCE: Interview grantee health component coordinator and/or person-
nel officer, and review volunteer health files or volunteer personnel
files for evidence of TB examinations. Make sure the test is retaken
annual/y.

Management Activity Summary

(A separate page exists for the Grantee and for OCD to rate each of the
ten management activities as "Satisfactory" or as "Needs Improvement." The
Grantee and.the OCD collimns are totaled separately.)

Jim Shelton, Parent InVolvement Specialist, Regioh IV (Atlanta), Office
of Child Development, advises that tle-"olunteer - Servicis Section of the
1UL AS(::,S" : 1.10 so-)n be ulli7ed f)1, Re(4.1or head
s.Cart pro-_ILarus.



PRE SERVICE TRAINING FOR TEACHERS AND VOLUNTEERS

IN A MULTI-CENTER PROGRAM

by Pat Stapleton

Volunteers form a vital part of Head Start programs. They serve as
a link to the larger community of which the local program is a part. By
giving children enriched experiences and providing teachers with additional
assistance and skills in the classroom volunteers provide needed services
to the program., They also "count" as the major part of the matching funds"
for the budget of the program. Local program personnelare responsible for
recruiting, training and effectively utilizing volunteers within the frame-
work of the program.

We, in the Guilford County Hpad Start Program in Greensboro and High
Point, North Carolina, share some of our experiences here.

Our program has worked closely=with the Voluntary Action Center of
United Community Services, both in Greensboro and High Point. The Center
has been particularly helpful in the area of training. Training sessions
have been conducted in three areas:

A. Head Teachers' Pre-Service Training Covered

1. Advantages and disadvantages in working with
volunteers

2. Determination of,:the need for volunteers in
the classroom A.

3. Development of volunteer job descriptions

4. Supervision of volunteers (utilizing role play,
'small group work and mimeo handouts)

Pre-peff.vice Training for Total Educational Staff covered

1. Ways we use volunteers in classroom

2. Development of specific lists of=what volunteers can do

3. Deciding how volunteers shoufd be prepared

C. Training Sessions for Community Volunteers and Parent
Volunteers covered

1. Suggestions from Pre-Service Training for Tocal
Educational Staff

2. What volunteers can do

3. What volunteers can expect
es,
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Job Descriptions

One of the most helpful areas was job descriptions for volunteers.
Thi.4, helped teachers be more specific about what they wanted volunteers
-,to do.

If you have a Voluntary Action dent'er in your community, the staff
may be able to help you plan for your volunteer program even if the Center
can not help you directly.

Varied Contributions

Head Start can use many types of volunteer contributions. All class-
rooms can use home-made toys, games and scrap materials. (Girl Scout
troops in High Point made ball scoops from plastic bleach bottles for the
Guilford County Head Start Program and the children love playing with these.

Service clubs in high schools, colleges and communities need projects
to complete goals. These can be brought together by supplying lists of
classroom projects to these organizations, (See end of article for recom-
mended books for volunteers.)

If there are colleges, universities or technical institutes in your
community, tap them. Many Head Start children may never have had a chance
to see original works of art, see an instrument played or participate in
creative drama. Students want and need practice with children or with
adults. /Putting these two together may prove beneficial to all concerned.

Students can be excellent volunteers. They may-come from other dis-
ciplines than child development/early childhood education. Some of our
students have come from elementary guidance, community nutrition, sociol-
ogy and speech pathology.

Other volunteers to explore might be women in jobs such as council-
women, policewomen and service station attendants.

Volunteers are to be found among retired school teachers, members
from racial/ethnic groups in the community and persons with jobs that par-
ticularly touch the lives of children. A list might include food preparers,
toy makers, toy repairers, story tellers, authors and local craftsmen.

Publications

These publications may prove helpful:

Lorton, Mary. Work Jobs.

Project Head Start. Volunteers in the Child Development Center
Program.

Sharp, Evelyn. Making Things.

Unit 9d Community Chest Qf. Greater Rochester. Child Care Volunteers
Orientatiotn.;

Wiseman, Ann. Beautiful Junk.

Youth Service, Inc. What Every.. Volunteer Should Be, KnOw, Do, Avoid.
(50)
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GUIDES TO ESTABLISH THE POSTTION OF VOLUNTEER COORDINATOR

by Beverly Williams

ED. NOTE: The LINC job description prompted the author to make some com-
ment and she prepared her commentary for pOlication, upon request. Draw-
ing upon her experience as volunteer coordinator for the Guilford County
Division of Social Services, Ms. Williams guides are not provided as a
Head Start model, but have use for programs (includingPHead Start) in the
process of setting up this position.

I. Education and Experience

A. Formal*'

1. Minimum of 'four years college with training in areas of
social work, psychology, and management

B. Prior Experience

1. Actual on-the-job experiences relating to working with people
such as social work, teaching, etc.

2. Management training and a good "sense" of organization.aie
vital

II. Placement of Volunteer Coordinator in Agency Hierarchy

A. Administrative position ,

1. The Volunteer Coordinator needs to be under the agency director
or the most resourceful person within the agency

a. Don't smother the Coordinator with too many layers of
supervision or inadequate or inappropriate supervision

2. The Coordinator needs to know and be fully aware of all pol-
icies, programs, happenings, etc. within the agency

a. The Coordinator needs to be included in all administrative
meetings, etc.

III. Job Specifics

A. Must be a salaried person

1. Job demands work both day and night public speaking, etc.

B. Self-expression

1. Coordinator must be able to express. self on paper and in person.
First impressions important to the public. Ability to persuade
important

*See p. 52
(51)
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111. Job Specifics (cont'd)

C: Accessible office space

1. Convenient to all people wishing to call or stop by for a visit.
. Have a listing for the Volunteer Coordinator under the agency

listing.

D. Open to all ideas and criticism

1. Be able to bear pressure from fellow staff and the community.
Many anti - volunteer ideas still persist among professional people.

E. Attend and participate in training opportunities and community
affairs

1., Must know the community thoroughly

2. Must keep up and be aware of new techniques regarding recruitment,
etc.

F. Ability to work with Advisoty Boards and Administrative Staff

1. The Coordinator needs an Advisory Board to consult and to advise
,him. Also: creativity and new ideas ca' be generated b the
Advisory Board.

G. Record Keepigg

1. Give,the Coordinator,ample clerical support

2. Coordinator must be able to organize, set priorities, etc.

3. Promptness is important

*"Head Start does not require completion of degrees or certificates as
a condition of professional employwenti"
-P-Head Start Policy Manual (Instruction 1-30 Section B-3: The Staff),
Transmittal Notice 70.1. General Series, June 8, 1970.
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RECRUITING VOLUNTEERS

by Barbara Dau

Once a sufficient base of volunteer help has been'established,' per-
sbnal contact and .community diScussion will aid in attractIng.new help.
But, when first starting out,.how does an organization go about recruit-
ing the volunteer support it needs?

General media contact to let the citizens know Rio you are andwhat'
your purposes are is.a vital first step in securing volunteers. Announce -
ments of meeting's for,all persons interested in giving some of 'their time
and/ot talent toward helping Head Start children may be placed on local
radio and cable and regular television. A.handmade poster in a corner
grocery store.window may catch an eye or-twd. A newspaper reporter may
need a human interest storyrand what better topic than a Head. Start pro-

% jebt. Make use .of these foxms of media they can contact a large au-
, dience at slight expense. Ask to-use church, and other bulletins, too.

Selective recruitment

To be more selective abut volunteers, contact those organizations
which incorporate the qualkt es-you want into their membership. For ex-
ample, malg volunteers might be recruited through the local Moose Lodge,
Lions organization or Jaycees, group. For these associations and others
such as the YMCA, Grange orgapizations,' Boy Scouts, college men's-groUlos
and men's church groupst a letter of information and solicitation of aid
could be read, at their meetings. (Some of thege associations may be un-
willing to send out a roster.)

Remembek, too, that some schools are willing and eager to give their
Students. fii.st-hand expreience working with Head Start programs and that
some courses require classroom experience. An Urban Studies major or an
EduCation major might receive course credit while providing an unpaid ser-
-vice. Talk tc?the Professocs, as well as the students, abbut It,

-4 *

pqfSpn5.
r

.

Remembe'rin'g that a liolunteei."is a person 10.10 likes to feel needed-,
:--never rule out the possibility of older adults and retired persons. On a
fedeal le,r , the ACTION agency funds programs which may contain resource
volunteer pe sonnel including the, Retired Senior Volunteer Program (RSVP)
and the Ser ice Corps of Retired Executives (SCORE). The natiAwide and
private American Association for Retired People (AARP) is also a potential
source of help as are the more infOrmal local groups.calling themselves

:. the ''Golden'Agers" or-the "Over 65" club. All these groups contain poten-

.

ti9/1 voluntprs ,hat can be of inikprise help, to your program. Ferroet them
O olft and let gttieM-know how much need there 14 .for their assistance.

10
Summer programs

If your concern 1s with finding partiilly experienced summertime

(53)
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persohnel as teachers, two good places to look are .n retired groups
and with teachers not' involved ih summer-school work. For the former,
names may be available from the offices of the older adult organizations.
If there isn't a specific vocational roster, the office personnel will
often know who are former teachers. For the latter, contact teachers
who Are not teaching summer school but who may be willing to work with a
Head Start class. Start contacting before the end of the school year to
insure they don't get bogged down with other activities first.

Enthusiasm spreads

As you recruit, keep in mind that a volunteer wants to reel some
responsibility for the program -- its aims and accomplishments. Let him
know you realize his worth by giving him responsible work, but don't lean
upon him 'so heavily that he feels trapped. If he enjoys his volunteer
work, he will spEead 4is ehthusiasm to his frien'ds and neighbors -- and
that's the best way to recruit more volunteers.

A

f
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TEN COMMANDMENTS FOR.VOLUNTEERS A&-E PROFESSIONAL STAFF

Adapted from writings of Dr. Daniel Thursz and Mrs. Leonard Weiner

For Professionals

1. Do not describe the job as it is not. Don't minimize the time or
ability it takes.

2. Offer well-planned programof training and supervision.

3. Concern'ourself with the volunteer as a person, not an object.

4. Expect basic ability,and reliability and then build on'them 'sharing
understanding. Do not confuse with jargon. Langtage is to be used
not to confuse, but to enlighten; not to obstruct, but'to communicate.

5. Be ready to place when you recruit.

6. Give the volunteer a significant tast. Don't equate volunteers with
untrained persons.

7. Inform the volunteer. Make him an insider, too. He's on staff.

8. Evaluate with the volunteer.

9. Trust the volunteer. If your expectancy and faith are high, so will
be his response.

1.0. Give prOper recognition.

For Volunteers

1. UnderStand the j.9b you undertake to do.
.

2. Accept training appreciatively, and contribute your knowledge and
experience.

3. Match your interests to the needs about you and therefore to the job.

4. Serve with faithfulness and continuity, listen for and report new
insights about you work.

5. Discover its meaning to the total program of which it is a part.

6. Open yourself to opportunities for growth -- in skills, sympathy,
self-confidence, and responsibility.

7. Value your special two-way role as community interpreter.

8. Contribute to supervision by self-evaluation and a willingness to ask.

9. Give loyalty to your institution, its staff, and its program.

10. Take pride in the vollunteer's career. It pays handsomely in treasures
of the spirit. (55)
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INTRODUCING THE IDEA EXCHANGE ADVISORY COMMITTEE

The Learning Institute of North Carolina (LINC) Leadership
Development Program, in Greensborb,.and John Niblock, Associate,
Director of Operations for LINC, in Durham, take pleasure in an-
nouncing the formation of the Idea Exchance Advisory Committee.

Our appreciation to the State Training Offices in North and
South Carolina for assisting in identification of-persons to serve
on this committee.

Idea Exchange will continue to focus, in each auarterly issue,
on a generi.T.E-CZIE we believe to be helpful to-educators of pre-
school children -- particularly Head Start staff and parents. Read-
ers are en'couraaed to contribute to this forum.

Contributors may address materials to the nearest committee
member for relaying to the Idea Exchange editorial office, or by
writing --

The Editor
-Idea Exchange
800 Silver Ave.

Greensboro, N. C. 27403

(919) 275-9836

ADVISORY COMMITTEE MEMBERS,

Thelbert Cooper
331 T'7inijah Rd.
Georgetown, S. C. 29440

Barbara Farren
431 T.Talker Ave.
Greensboro, F. C. 27401

Anganette Fomsley
P. O. Box 192
Kings Mountain, N. C. 28086.

Joe Macleod
102 School Street"
Spruce Pine, N. C. 28777

Georgia Moye
149 N. Ravenel St.
Florence, S. C. -29621

Clifford Murph
P. O. Drawer 710
Orangeburg,. S. C. 29115

Emily Oxendine
P. O. Box 988 .

Laurinburg, N. C. 28352

Ivadean Priest
P. O. 5ox 549
Edenton, N. C. 27288

Emily Russell
p. O. Box 1453
Henderson, "N. C. 27536

Margaret Vidal
P16 Kennedy St.
Anderson, S. C. 29621

Our policy is to encpurage use of LINC mnterials. If readers
wish to reprint other work it is necessary to T4rite the original
publisher or author for permission.

The next issue wilj. focus on the home and family, with emphasis
on social services. Contributors, who receive a complimentary issue
of the publication, need to have-haterial in our Greensboro office
by January 20, 1975.
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